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OFFICE OF GENERAL SERVICES \

REPORT OF OPERATIONS

TO : Chief, General Services
.FROM : Chief, Records Management & Distribution Branch
SUBJECT: Weekly Report of Operations for the period ending
1 October 1953
A. Personnel On Duty Vacancies In Process
Office of Chief 1 1 25X1
Rcds. Mgt. Section 0 7
Rcds. Center Section 1 (4]
Mail Control Section 3 23
5 31
1. No. on leave three days or more:
Records Mgt. Section- 1
Mail Control Section- 2
Records Center Sec.- 0
2. No. on special detail out of office__1 . How long?

Records Mgt. Section- 0
Records Center Section- O
Mail Control Section- 1

3. Where: Oue man in Transportation Division as full time courier,

k. No. pending resignation, transfer and/or reassignment:
Records Management Section- O
Records Center - 5
Mail Control - 13

5. Specific cases on item 4 not in previous reports.

6. New applicants interviewed - . Recruited by Persomnel_ . = .,
Recruited by this office -
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[0IC  25x1
(mtmm) %o dlgouss & repoyt on their Records Manage
ment Program subnitted to Chisf, Gemeral Servieces:

l. Records Costyol Schedules. [ |agreed that 25X1
such & schedule would be wseful and peeds o be pre- "
pored, lo was wnable, however, to develop spscific
details for acgomplishing this, He reported having
destroyed "tons® of paper ina mmt clean up in
their files,.

2, Proposed Agemey File WM [ lwas 25X1
extrencly critieal of this proposed Handbook, He
feels t!zsrt the 8ubject List does nmot adequately cover
the Agency¥s records msterial, He guestions the ade
yisability of igsuing it in its present form,

3. It was agreed that a records analyst from this office
wveuld study the 0IC records materisl for the purpose
of developing a Subject List that would conform to the
Agency standerd, A tentadive date of 19 Qctober has
been @st&‘bli@h‘@@ to ﬁmrt this work,

The multilith mats for the Lgency File Mamual have been for-
warded to Printing and Reproduction for the preparation of
the coples to be eivculated for Agoncy-wide conourrence,

The Vital Materials Training. Progran for Avea Records Gﬁ’f&c@m
at the Hepository was postponed,

25X1 of DD/P accompanied the weekly trip
_ Tepos: ‘0¥ the purpose of effecting a depogit and
inspeci;iea of faai.l ities,

Rag enter, section - Clearsnce was oblained for gcasas |
. to the mew&s of Yik im Hatiomal %chiwa ms%{my rar three
individuals from 00D,

Supplemental requests t’w éiatribmtim material are now being

handled on a current basis although some backlog contimmes in

other phages of the work, An additional 7, man-hours was made
availeble for this work through the assigmment of a messenger

and & clark during the week,
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i = mm’ Ganere 35,604 . 9,735
2, mascm tmmmmbwmm) | | |
' Records meeiw& fwmmw - 20 -
Reference to records materisl 15 178
' Records material dentrayed o -
mlemntel Disteibution sanm-

B, Wew materinl for steck:

Information Reports 873 624
Intellipgence Reports & 145

. b, Supplemental Distribotion: ;

. Information Reports . : ) 306
Intelligence Reports ‘ 150 - m
Botices & 32
Regulstions 5 14
Others 1 9

e, Initia) Distribution: « :

: Rotdces 2 3
Regulations 0 1.7

4. Mail Activities
&, P@ﬁt Bf‘ﬁea Halle

5,064
| 6,537
b, ¢so0,12
¢. Scheduled courier trips 240 20
‘4, Special courler trips &4 55.3
e, Inter-Agency mail by couwrier '
Yncm:ag 1,077 956
f. Persommel actions:
Reeruitmonts 4] -
Separations 2 -
Use of Hotor Pool Vehicles:
Available 3 -
fvailable but delsyed o -
1] -

fot satietle ¢ 1 1AT0L00
2;?50 shoots of Ozalid paper S F | BERE
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